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OFFICE OF ADMINISTRATIVE SERVICES 
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APPLICATION FOR RECORDS RETENTIO~SCHEDULE 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 

30334. Phone - (404) 656-4976 

ARCHIVES AND HISTORY 

7 5 - Z 7 1 - Q  

GIST': 221-4983 
* .. . ~ _ _  ~. ~~~~ 

Date Completed 

U G  3 1 1982 Ri' 25; 1982 
Telephone Number 

1. GEORGIA DEPARTMENTOF HUMAN RESOURCES - ___..._._. ~ 

,pplieation Date Office of Financial Services 
Public Aesfatance'Unit 
47 'Prinity h e .  S.W. -:.Roam 503-S 
Atlanta, Ga. 30334 

~ . 
Working Title 

ipplication ~ 8 1 2 4 l . K  Number """1 
I - A2-45._p- ~ ~~ ~ ~.~ . PnrsontoConract 

.. . .  
a. 0 Establish Retention Schedule; record will mntinue to ammulate. 

c. M A W J ~ ~  Applicution NO. 75-271 . Check One: [x Change; 0 Supercede; 0 Void 
b. 0 Dispose of preannt accumulation; no further accumulation anticipated. Change Retention Period 

I ._ .- ._ ~ ~___"._l ~ 

6. Records Series T i l e  /followed by tltle umd in offka: If different1 , . Dater of Saies 

arlinst .. , 

c b l C C . ~ A . s i s t r n C ~ ~ ~ ~ ~ t L d ~ ~ E . . ~ ~ . C ~ . . L ~ s t d n ~  . P i k F ; ~ . :  t p s . t :  -~ 
What is tho function of thn Divlrion and the Office in which thls rscord wries l imated? 

.3?: + ¶ F ! ~ F ! F ?  
. Divisionand Mfica Function 

r 

_~ ~ ...~ ~ 
I_- . Records Series Dercrlption T h i s  file contains the followlng docu,nmntcincluds fom~numben n d  tltks, if n y l :  Attach w.. .~ 

- 
lesof the file. 

Documents relating to: 

Included am: 

File is arranged: 

.~ ~ - ~ _ _ _ _ _ _ ~ ~  ~ 
- ~. . Monthly Rnferena R a e  How often ere records referred to which am: 

One to six months old - ; Sewn m rwelvs months uld : Thirteen to twentyfour months old __~ .- ; 
ynty- f ive months and older L-2 7 

. Annual Rate of Ammuletion or Records 

Lntter?ize drawers __ : Legal-sire drawers 2- : Shelves ; Other IS@ecifvl - ~ ~- 

(Over) 

. 
~ . -.____ 

I_ ~ ~ _. . . ~ = 
*~ % . .  .-_I- ~~ - . <:  4- 
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1 .  

i * 
3 :  c .  

I 
. I  ~. 4 NO 110. .gumtiyeire - ~. .~ (Piece en *'x" _ _  in the proprr .- mlumnl 

~ 

I I a. Is this the official mpy of the arias? 1 L If not.where i s i t ?  
.. -~__-_____-. 

b. Does the series mntain confidential information requiring security handling? If yes, cite Im or repuletion. 

I I . .  

I_ .- ~ .- - ~ ~ p O r r i o n  
-. I 

storical or long mrm research value? 

e. When one or two documents in the fi le make it necessaw to keep the entire file for a long period, muld thepa documents I I be rchedded reparateb7 ' . . r i ' . . ~ . ?  ? . . : q r - - ~ : r  ?,. ? . , l . > P  

I f. I s  the information mntained in thir series m r  published7 .If yea, nfech mpy, , ~ - ~ ..- - 
~~ 

. .  ., ,?, . .  
9. I s  the information mntained in this s?+PnR analyzed endlpr--red in a aymmarkod-rewt? 

h. Is there a duplication of this series in your offica.or in another of f iw or agency? ' 

A -  

\.I.-c ~~ " .I ~ r. , If yes, attach mpy. 

If m a .  where? 

~ ~ ~ .. -~ ._________ ~ ~- ~ 

:I <\ - r; L 
1. Retantion Requirements The following requires the  miaa to be kept: 

hnty.-.c! no'::n-:c:F 927 .f? 
yaara. 

c. Federal law -- years. f. Federal retention instructions years. 

7 r.-.. - -  d. Audit period ., a. State Law -- vtan. 
b. Statute of limitation -~___ years. e. Administrative wed ~ ' -5 - -..Year% 

Attach copy orexcerpt of law or regulatio? Explain administrgtim need. . .  

Addnir , trat ive ly~'~hea&'' f i~e$'& %&esia?~'?o%io~&&f&' p&&en%a made for public 
amistance. 

- 
2. A p p r o d  D i v d t i o n  Instructions This agencv recommends that  the f i le seriea be cut off a t  the end of Mch: 

OCalendar Year; Fiscal Year; OOthar then. 

Hold in the current files erne monthk) 2 yssr(sl; then 
0 Transfer to locul holding area; hold ~ vsar(r); than 
a Transfer to State Records Center; hold 3 vear(a); then 
Xi Destroy 
0 Transfer to State Archives for permanent retention. 

Other ISmcifyl 

These instructions apply to all prior and futura accumulations of the aerie,. 

, I  

Stem ___ AuditorlOeslvnee . p,/u-rL. 
p+p E iucOa.4- .I-_ .- I_--_ 

Slcretwv of hetslDeilgnn 

lemmmandations In wwreph  
2 'ire approd. 
U diseppromd. amfh k m  

axpkn8rion.l 

Attorney GenerellDerlgnee 
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services: qnd personnel services. 

Accountinp Benefits Paymnts - responsible for processbg writs for benefits and services -- 
ssze--m P!ediaxid-&&ng Horres, Medicaid-Other Fkpenses, Vocational Rehabilitaticm, 
Assistance Payments, and other benefits (Crippled Children, Cancer, Sterilization, Fat-Pak, 
Foster Hames, Cuban Refugees, etc.). i 

I 

I 1. This f i l e  contains the following documents (include form numbers and t it les.  i f  any, 
and f i l e  arrangement 1. 

k a m n t s  e l a t i n g  t o  majntaining a listing of public assistance chedcs received fKm DQAs 
identifying checks tha t  have not cleared the bank and have not been paid t o  W e l f a r e  clients 
durinp a m t h l y  issuing period. 

Included are ccmputer listings identifyhg public assistance check number, client's nam, date 
issued and related infonnation. 

Files are arranged chronologi~l ly  by manth. 

ATTACH SAMPLES OF THE FILE 



” - 3 .  Is t h i s  t h e  Record Copy of t h e  series? 

1L. Is t h e r e  a dupl ica t ion  o f  t h i s  series i n  another off ice  o r  agency? 

15. Is tne  information contained i n  t h i s  series ever  summarized or published? 
Attach copy of summary o r  publicat ion.  

16. 2oes t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  secu r i ty  handling? 

- -  
L . 90s f h e  series i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? 

19. Could t h e  funct ion be performed i f  t h e  f i l es  were l o s t  o r  destroyed? 

lg. Is t h e  s e r i e s  ( o r  major port ion of it) regu la r ly  microfilmed? If yes, why? 

i J .  Does the record series provide da ta  as input  t o  an EDP f i l e ?  L- 

21. Does t h e  record series contain documentation produced as EDP pr in tout?  

22. Ifes the Federal  Government issued in s t ruc t ions  governing t h e  retention/dispo- 
s i t i o n  of these f i l e s ?  

2 3 .  ‘dill t h e r e  be a need f o r  these  r e c o r k  10, 15 years from now? I f  yes ,  what? [ I [XI 
. .  

3 years  : 

I i 2k. R E Q U I R k T S .  The following requires  the  f i l e s  t o  be kept 
I 
I a. ! ]STATE b. 1 ISTATWE OF c .  [ ]AUDIT d. [ ]FEDERAL e .  WAtNINISTFATIVE . f .  [ ]HISTORIC&L 

1 R e f e d c e  Experience 

I 2 5 .  AGENCY RECOMNDATIONS.  T h i s  agency recommends t h a t  t h e  f i l e  series be cu t  o f f  at  the  end  
.of each -[JCALENDAR YEAR -F]FISCAL YEAR -[]OTHER ,then : 

LK4 LIMITATION PERIOD . LAW DECISIOIJ VALUE: i (Cite L m ,  Statute,  or other reason for t.he r..:t-t~)itiov requirement) 2 

I 

[x] Hold i n  the  cur ren t  files area , *month(s ) /  2 year(s): 
[ x ]  ,Transfer t o .  [x]  S t a t e  Records Center’ [ ] Local Holding Area; hold 
[XI Destroy. 
[ ] Transfer  t o  S t a t e  Archives f o r  permanent re ten t ion .  
[ ] Destroy immediately after cut-off. 
[ 1 Other:  (Specify) 

1 
1 yea r ( s ) :  

.. I . .  

. - .  . . .  . .~ . . .  

I I 

( I n d h z t e  briefly rationale f o r  r e c m n d a t i a s  above/or u r i t e  additiona2 remarks) : 

.--~ -~ . .  .. . 



Di&sion of Administration I 
p~bi ic  Assistance control Unit 
47 Trini Aveoue, R 501-H 
Atlanta,%eorgm 30m 

Nancy Hcwell _- 
1 r .  "l  Tli,. re, I" p '656-4485 Zidf Suoemisor 

E S T A S L I S H  DISPOSITION STANDARD; DISPOSE OF PRESENT A C r L I M l J L 4 T I O I ~ ;  
R E C O R D  WILL C O N T I N U E  TO A C C U M U L A T E .  0 NO Fu R T m  R A c c u w  I,A T I 0 N ANT I c I p A T r i) 

8 .Ea r l i e s t  & Latest  
Dates of Ser ies  

1974 - Present 

9 .  Exact Ser ies  T i t l e  

- public Assistance Outstanding Check Listing Files 

What is the  function of t he  o f f i c e  i n  which t h i s  record se r i e s  i s  created? u .  

The Division of Administration is responsible for providing administmtive support to  the 
Department. 
general support services; data processing and management infonmtion systeps: patient accounts 
services ; a d  personnel services. 

Accountinp Benefits Payments - responsible fo r  processing payments for benefits  and services -- 
-Sli6se&ons &--k-&c?sd%&ing H m s  , Medicaid-Other Expenses, Vocational Rehabilitation, 
Pssistance Paynents, and other benefits  (Crippled Children, Cancer, Ster i l izat ion,  Mat-Pak, 
Foster Homes, Cuban Refugees, etc. 1, 

This includes general accounting services; budget development and rranaeemnt; 

., 
~- 

1 .  This f i l e  contains the  following documents (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement). 

Docments re la t ing  t o  maintaining a l i s t i n g  of public assistance checks received from DOAS 
identifying checks that have not cleared the bank and have not been paid t o  Welfare c l ien ts  
during a mnthly issuing period. 

Included are computer l i s t i n g s  identifyink public assistarlce check nmber, c l i en t ' s  m, date 
issued and related information. 

Files are arranged chronologically by month. 

ATTACH SAMPLES OF THE F I U  



f .. &E~. a. 2 
- II~_...__ 

.YES N f  I, ..... r 1. -.ss: PI*. .*  . I * l . , ”  

13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [ x] -p 1: 
’[ 1 .’ XI 
“-1 [XI 

1 4 .  Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency? 

15. Is the information contained i n  t h i s  series ever surqnarized o r  published? 
Attach copy of sumnary o r  publication. - 

ed information ;requiring secur i ty  handling? - .’ ., [ ] [ XI 
. . ~. 

or  terminate agency po l i c i e s  and procedures?. - [ . I  [XI 

i f  t he  f i l e s  were l o s t  o r  destroyed? IX1 I 1  

[ I  txl 

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [xj 

- “ I  t x l  

= 

19. Is the s e r i e s  (o r  major portion of i t )  regularly microfilmed? I f  yes ,  why? 

21. Does the  record se r i e s  contain documentation produced as EDP pr intout?  

ed instruct ions governing t h e  retention/dispo- . [ ] [q 
.. . .. . .  . .  

. .  1 .  

records 10, 15 years from now? If yes ,  what? 7 [ X I  
_I -. _l_l_ ~ I___ .. 

-.-. 
res the f i l e s  t o   be^ k e p t  3 years : 

T d.  []FEDERAL .~ e: NADMINIS’TRATIVE f .  [ ]HIS?ORTCAL. 
OD . LAW ? DEC TS IOII VALUE 

- - . .  

, .- (Cite  L a ,  S tatute ,  or other reason for  Iht! Ftct.ciitio*i rcquiremcnt) 

Reference Experience 
- - 

25. AGENCY RECOMMENDATIONS. T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut of f  a t  the end 
of each -[]CALENDAR YEAR -PIFISCAL YEAR -[]OTHER ,then : 

[XI Hold i n  the current f i l e s  area 1 ‘month(s)/ 2 yea r ( s ) :  
[x] .Transfer t o  [x] S t a t e  Records Center [ 1 Local Holding Area; hold 1 y e a r ( s ) :  
[XI Destrby. . . 

[ ] Transfer - to  S t a t e  Archives fo r  permanent re tent ion.  ~ ? 
[ ] Destroy immediately after cut-off. 
[ 1 Other: (Specify) 

-~ .. 
. .  - c -  

-. 
I ~ .  - .. . .  

- - 
. .  . .  .~ 

. .  , .  
- .  . : 

.. r 

. . . I. 

- . .- 

(Indficate b r i e f l y  r a t i a a k  for recomnendations aboue/or write additional remarks)  : 


